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FOREWORD 

These  Rules  and  Regulations  of  the  San  Francisco  Public  Schools 
were  finally  adopted  by  the  Board  of  Education  and  ordered  printed 
on  October  22nd,  1926.  Prior  to  their  final  adoption,  they  had  been 
in  use  in  the  schools  for  some  months  under  resolution  of  the  Board 
April,  1926.  Following  the  preliminary  use  of  the  Rules  and  Regu- 
lations in  the  schools,  the  principals  and  teachers  submitted  criti- 
cisms and  suggestions  for  the  improvement  of  the  Rules  and  Regu- 
lations. All  of  these  criticisms  and  suggestions  have  had  attention 
in  making  the  final  draft  for  printing,  In  developing  the  prelim- 
inary form  of  the  Rules  and  Regulations  all  principals  and  teachers 
were  asked  for  criticisms  of  the  former  Rules  and  Regulations  and 
for  suggestions  for  their  improvement.  These  criticisms  and  sug- 
gestions were  considered  by  a  committee  of  the  Deputy  Superin- 
tendents and  later  by  a  committee  of  the  Board  of  Education. 
These  Rules  and  Regulations  are  to  be  enforced  until  otherwise 
ordered  by  the  Board  of  Education. 

J.  M.  Gwinn, 

Superintendent  of  Schools. 
January  20,  1927. 
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RULES  AND  REGULATIONS,  SAN  FRANCISCO 
PUBLIC  SCHOOLS 

January  1,  1927 

ARTICLE  I 
DESIGNATION  OF  SCHOOLS 
General: 

Section  1.  The  public  schools  shall  consist  of  the  following: 

Kindergarten 
Elementary 
Junior  High 
Senior  High 
Part  Time 
Special  Schools 

ARTICLE  II 
SCHOOL  CALENDAR 

Official  Calendar: 

Section  1.  An  official  calendar  shall  be  issued  annually  in  May, 
showing  holidays,  dates  of  the  opening  and  the  closing  of  schools, 
etc.,  for  the  ensuing  school  year. 

Fiscal  Year: 

Section  2.  The  fiscal  year  begins  on  the  first  day  of  July  and 
ends  on  the  thirtieth  day  of  the  following  June. 

School  Year: 

Section  3.  The  school  year  shall  consist  of  two  terms  of  approxi- 
mately equal  length.  The  school  year  shall  commence  on  the  third 
Monday  of  August  and  shall  continue  for  forty-four  consecutive 
weeks  including  holidays  and  vacation  periods. 

Holidays : 

Section  4.  Schools  shall  be  closed  on  Saturdays  and  Sundays, 
and  on  the  following  holidays:  Labor  Day,  Admission  Day,  Colum- 
bus Day,  Thanksgiving  Day  and  the  day  following,  Christmas  Day, 
New  Year's  Day,  Washington's  Birthday,  first  day  of  May,  Me- 
morial Day,  Fourth  of  July,  and  every  day  appointed  by  the  Presi- 
dent of  the  United  States  or  the  Governor  of  California  for  a  public 
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holiday.    Whenever  any  of  these  holidays  occurs  on  Sunday,  the 
following  Monday  shall  be  observed  as  a  holiday. 

On  all  other  legal  holidays  the  schools  shall  continue  in  session 
and,  when  appropriate,  shall  hold  exercises  commemorating  the  day. 

The  Superintendent,  with  the  approval  of  the  Board  of  Educa- 
tion, may  declare  a  holiday  in  the  schools  whenever  good  reasons 
exist  therefor. 

ARTICLE  III 

TEXT  BOOKS 
Ownership: 

Section  1.  All  free  text  books  issued  by  the  State  are  the  prop- 
erty of  the  State  and  all  other  free  text  books  are  the  property  of 
the  School  Department. 

Care  of  Free  Text  Books: 

Section  2.  The  Department  of  Education  is  financially  respon- 
sible for  any  undue  loss  and  destruction  of  free  text  books.  Prin- 
cipals and  teachers  shall  render  all  necessary  assistance  in  the  pres- 
ervation, economical  distribution,  and  the  sanitary  care  of  all  text 
books.  Pupils  shall  take  all  possible  care  of  their  text  books  and 
must  cover  them  as  required  by  State  Law.  Teachers  shall  examine 
all  books  of  pupils  and  report  to  the  principal  any  unnecessary 
damage.  Books  in  possession  of  children  afflicted  with  contagious 
diseases  must  be  destroyed  at  once.  Pupils  who  mutilate  or  destroy 
text  books,  sunnlementary  or  library  books  shall  be  required  to 
replace  the  books  so  mutilated  or  destroyed. 

Use  of  Authorized  Text  Books: 

Section  3.  The  books  us3d  and  the  studies  pursued  shall  be  only 
such  as  shall  be  authorized  and  prescribed  by  the  State  Board  of 
Education  and  by  the  San  Francisco  Board  of  Education.  Pupils 
shall  not  be  required  to  purchase  any  texts  or  supplementary  books 
for  use  in  the  schools. 

ARTICLE  IV 
ATTENDANCE  AND  CONDUCT  OF  PUPILS 

Attendance  and  Deportment: 

Section  1.  Pupils  shall  attend  school  punctually  and  regularly, 
conform  to  the  regulations  of  the  school,  and  observe  good  order  and 
propriety  of  deportment  both  on  the  school  premises  and  on  the 
way  to  and  from  school.    Teachers  shall  notify  parents  or  guardians 
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when  pupils  have  been  absent  one  day  unless  satisfactory  infor- 
mation of  the  cause  of  the  absence  has  been  obtained. 

Written  Excuses: 

Section  2.  In  all  cases  of  absence  or  tardiness,  pupils  on  their 
return  to  school,  must  bring  written  excuses,  with  dates  of  absence, 
signed  by  the  parent  or  the  guardian,  assigning  good  and  sufficient 
reasons  for  such  absence  or  tardiness.  Teachers  shall  keep  these 
excuses  on  file  until  the  end  of  the  term. 
Procedure  in  Cases  of  Absence  or  Tardiness: 

Section  3.  Principals,  through  their  teachers,  shall  notify  the 
parent  or  guardian  of  the  first  case  of  absence  or  tardiness  in  any 
school  year  of  any  pupil  absent  or  tardy  without  valid  excuse.  An 
interview  with  the  parent  or  guardian  shall  be  sought  by  the  teacher 
upon  the  second  occurrence.  The  case  shall  be  referred  to  the  At- 
tendance Bureau  upon  the  third  offense.  Teachers  shall  keep  a  com- 
plete record  of  all  pupils  who  are  absent,  giving  dates  of  absence 
and  number  of  times  of  each  delinquency.  Absence  without  valid 
excuse  for  a  continuous  period  shall  be  counted  as  a  single  offense. 
Any  child  absent  three  days  without  valid  excuse  must  be  reported 
immediately  to  the  Attendance  Bureau.  Habitual  truants  should  be 
reported  at  once.  The  assistance  of  the  Attendance  Bureau  shall 
be  requested  whenever  necessary. 

Attendance  During  Daily  Sessions: 

Section  4.  Pupils  shall  not  leave  the  school  premises  during 
school  hours  without  permission  of  the  principal  or  the  playground 
supervisor.  Request  in  writing  signed  by  parents  or  guardians 
for  early  dismissal  of  pupils  must  be  presented  to  the  principal  for 
his  approval  or  disapproval.  The  register  teacher  shall  be  informed 
when  such  leave  has  been  granted.  No  pupil  shall  be  permitted  to 
leave  school  for  the  purpose  of  receiving  private  instruction  else- 
where. Except  in  cases  of  emergency,  all  appointments  for  outside 
work  or  treatment  must  be  made  for  time  outside  of  school  hours. 

Punishment: 

Section  5.  Pupils  in  elementary  and  high  schools  may  be  de- 
tained after  daily  school  sessions  for  not  more  than  forty-five  min- 
utes for  disorder,  tardiness  or  poor  scholarship.  In  the  kinder- 
garten and  the  lower  two  grades  the  time  shall  not  exceed  thirty 
minutes.  In  extreme  cases  the  principal  may  inflict  corporal  pun- 
ishment on  elementary  school  boys,  but  only  in  the  presence  of  a 
witness.   Principals  shall  keep  written  records  in  all  such  cases  and 
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report  monthly  to  the  Superintendent  all  cases  of  corporal  punish- 
ment.  Principals  shall  inflict  no  cruel  or  unusual  punishment  upon 
pupils,  nor  shall  any  teacher  strike,  jerk,  shake  or  otherwise  lay 
violent  hands  upon  a  pupil. 
Causes  for  Suspension: 

Section  6.  Pupils  shall  not  deface  or  otherwise  injure  any  prop- 
erty, equipment  or  books  belonging  to  the  School  Department.  All 
damage  done  to  school  property  by  pupils  shall  be  repaired  at  their 
expense  or  that  of  their  parents  or  guardians.  Damage  to  school 
property  or  equipment,  continued  willful  disobedience,  open  and 
persistent  defiance  of  the  authority  of  the  teacher,  gambling,  the 
frequenting  of  public  billiard  or  poolrooms,  profanity  or  vulgarity, 
smoking  or  having  tobacco  upon  one's  person  on  the  school  premises, 
shall  constitute  good  cause  for  suspension. 

Cleanliness: 

Section  7.  Pupils  who  attend  school  without  proper  attention 
having  been  given  to  personal  cleanliness  or  neatness  of  dress  may 
be  sent  home  to  be  properly  prepared  for  school,  or  may  be  required 
to  prepare  themselves  for  the  schoolroom  before  entering. 

Communicable  Disease: 

Section  8.  The  principal  shall  have  on  file  the  regulations  of 
the  State  Board  and  the  City  and  County  Board  of  Health  and  shall 
enforce  regulations  relating  to  the  health  of  pupils  and  employees. 
All  teachers  shall  co-operate  diligently  with  the  principal  in  enforc- 
ing these  regulations. 

Permission  to  Remain  in  Room: 

Section  9.  Pupils  shall  not  remain  in  any  schoolroom  when 
classes  are  not  in  session  except  by  permission  of  the  principal  or 
of  the  class  teacher  and  in  the  presence  of  a  teacher.  Pupils  shall 
not  be  detained  for  study  or  punishment  during  any  part  of  the 
noon  or  short  recesses. 

Desk  or  Locker: 

Section  10.  Each  pupil  shall  have  an  individual  desk  (or  locker) 
and  shall  keep  it  and  the  floor  beneath  in  a  neat  and  orderly  condi- 
tion. Absence  for  five  days  without  valid  written  excuse  may  cause 
the  loss  of  desk  or  locker  assignment. 

ARTICLE  V 
WORK  OF  THE  BUREAU  OF  ATTENDANCE  AND  GUIDANCE 

Range  and  Duties: 

Section  1.  The  Bureau  of  Attendance  and  Guidance  shall  have 
charge  of  all  attendance  of  pupils  and  shall  investigate  and  follow 
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up  all  reports  on  non-attendance,  of  withdrawals  from  school,  and 
of  immigrants  named  by  the  United  States  Bureau  of  Immigration. 
It  shall  investigate  all  applications  by  persons  under  sixteen  years 
of  age  for  permits  to  leave  regular  full  time  day  schools. 

Compulsory  Fell  Time  Attendance: 

Section  2.  Children  between  eight  and  sixteen  years  of  age  who 
are  not  graduates  of  a  regular  four  year  day  high  school  or  its 
equivalent  must  attend  a  FULL  TIME  DAY  SCHOOL  for  the  full 
time  for  which  the  public  schools  shall  be  in  session  unless  ex- 
empted according  to  law  by  the  Bureau  of  Attendance  and  Gui- 
dance. Any  parent  or  guardian  failing  to  comply  with  the  compul- 
sory educational  laws  is  guilty  of  a  misdemeanor. 

Compulsory  Part  Time  Attendance: 

Section  3.  Youths  between  sixteen  and  eighteen  years  of  age 
who  are  not  graduates  of  a  four  year  day  high  school  or  its  equiva- 
lent and  who  are  not  attending  a  FULL  TIME  DAY  SCHOOL 
shall  attend  classes  of  the  Part  Time  School  four  hours  per  week. 
Employers  shall  verify  the  age  of  minor  employees  and  shall  send 
to  the  Part  Time  School  within  five  days  after  the  employment  of 
said  minor  employees  a  written  notification  of  such  employment. 
A  permit  to  work  shall  be  kept  on  file  by  the  employer.  Employers 
and  parents  failing  to  enforce  the  Part  Time  Education  Act  are 
guilty  of  a  misdemeanor. 

Permits  to  Work: 

Section  4.  (a)  Permits  to  work  are  evidence  that  individuals 
under  eighteen  years  have  complied  with  the  provisions  of  the 
California  Part  Time  Education  Act. 

(b)  Youths  fourteen  years  of  age  who  have  completed  the 
eighth  grade  and  whose  families  are  in  extreme  financial  need  may 
be  given  a  temporary  PERMIT  TO  WORK,  provided  they  attend 
the  Part  Time  School.  Application  shall  be  made  to  the  Attendance 
Bureau.  When  such  minor  is  unemployed  for  a  period  of  longer 
than  ten  consecutive  days  he  must  enroll  and  attend  school  full 
time. 

(c)  Youths  sixteen  and  seventeen  years  of  age  shall  be  given 
a  PERMIT  TO  WORK,  upon  request,  provided  they  attend  the  Part 
Time  School.  High  school  graduates,  upon  application  to  the  Part 
Time  School,  can  secure  such  permits  without  attendance. 

(d)  After  satisfactory  investigation  has  been  made  by  the 
Attendance  Bureau,  youths  fifteen  years  of  age  who  have  com- 
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pleted  the  seventh  grade  and  who  have  definite  promise  of  employ- 
ment may,  upon  the  recommendation  of  the  principal,  be  given 
temporary  permits  to  work.  Holders  of  such  permits  must  attend 
the  Part  Time  School  four  hours  a  week. 

(e)  All  pupils  between  the  ages  of  fourteen  and  sixteen  years 
who  desire  to  work  outside  of  school  must  secure  permits  to  work 
from  the  Attendance  Bureau.  The  hours  of  school  attendance  plus 
the  hours  of  work  shall  not  exceed  eight  hours  in  any  one  day. 
These  permits  will  be  issued  only  upon  the  written  recommenda- 
tion of  the  principal  and  may  at  any  time  be  revoked  by  the  At- 
tendance Bureau  upon  the  principal's  recommendation. 

(f )  Youths  sixteen  years  of  age  and  over  may  be  given  AFTER 
SCHOOL  PERMITS  TO  WORK  by  the  principal  of  the  school  at- 
tended by  them,  provided  proper  application  has  been  made  to  and 
has  been  approved  by  him. 

(g)  Youths  twelve  years  of  age  and  over  may  be  given  VACA- 
TION and  SATURDAY  PERMITS  TO  WORK  by  the  principal  of 
the  school  attended  by  them,  provided  proper  application  has  been 
made  to  and  has  been  approved  by  him. 

ARTICLE  VI 
ENROLLMENT  AND  TRANSFER  OF  PUPILS 

Enrollment : 

Section  1.  (a)  Pupils  are  expected  to  attend  the  school  nearer 
or  more  convenient  to  their  places  of  residence.  Principals  are 
authorized  to  enroll  all  properly  qualified  pupils  applying  for  ad- 
mission and  residing  nearer  or  in  a  more  convenient  location  rela- 
tive to  their  schools  than  to  any  other  school  of  the  same  grade. 
When  the  number  enrolled  in  any  grade  exceeds  the  number  which 
can  be  accommodated  the  principal,  upon  instructions  from  the 
Superintendent,  may  transfer  the  surplus  number  of  pupils  to  the 
schools  nearest  their  respective  residences. 

(b)  No  pupil  who  resides  outside  of  San  Francisco  shall  be 
enrolled  without  the  permission  of  the  Superintendent  of  Schools 
of  San  Francisco  and  of  the  county  in  which  the  pupil  resides. 

Transfers : 

Section  2.  (a)  Parents  wishing  their  children  to  be  transferred 
from  one  day  school  to  another  shall  apply  in  writing  or  in  person 
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to  the  principal  for  a  transfer  certificate  stating  specifically  the 
reasons  for  the  request. 

(b)  All  transfers  shall  be  issued  in  the  standard  triplicate  form. 
Notification  of  leaving  shall  be  sent  immediately  to  the  Bureau  of 
Attendance  and  Guidance.  Upon  receipt  of  the  new  pupil  the  trans- 
fer slip  should  be  signed  and  mailed  at  once  to  the  Bureau  of  At- 
tendance and  Guidance. 

(c)  The  principal  issuing  a  transfer  shall  mail  immediately  to 
the  principal  of  the  school  to  which  the  pupil  is  transferred  the 
pupil's  record  card,  report  card  and  the  birth  certificate.  The  prin- 
cipal receiving  the  transfer  shall  be  responsible  for  the  school  at- 
tendance of  the  pupil,  and  shall  notify  the  Attendance  Bureau  if 
the  pupil  transferred  has  not  reported  within  three  days  from  the 
date  of  the  transfer.  In  high  schools,  in  place  of  the  pupils'  record 
card,  the  principal  issuing  a  transfer  shall  mail  a  complete  record 
of  scholarship  credits,  using  for  this  purpose  the  Transfer  Form 
provided  by  the  Superintendent  of  Public  Instruction. 

(d)  Transfers  at  the  end  of  the  term  shall  not  be  issued  until 
the  last  day  of  the  term. 

(e)  No  principal  shall  be  empowered  to  transfer  any  pupil  under 
sixteen  years  of  age  to  the  Part  Time  School,  but  principals  may 
make  such  recommendation  when  necessary  to  the  Attendance 
Bureau.  Principals  will  send  to  the  Attendance  Bureau  the  name 
and  address  of  any  child  entering  the  school  without  a  transfer 
and  of  any  child  leaving  the  school  without  a  transfer. 

ARTICLE  VII 
SCHOLARSHIP 

Program  of  Studies  and  Daily  Program: 

Section  1.  Principals  shall  keep  on  file  in  their  offices,  copies 
of  the  latest  courses  of  study  and  of  the  daily  programs  of  their 
teachers  showing  the  subject,  titles,  and  giving  the  hours  when 
each  subject  is  taught. 

Report  Cards: 

Section  2.  Report  cards  relating  to  each  pupil,  except  in  the 
kindergarten,  shall  be  sent  to  the  parent  or  guardian  at  the  end 
of  each  five  weeks'  period.  Report  cards  must  be  signed  and  re- 
turned to  the  school  within  two  days  after  their  delivery  to  the 
pupil. 
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Permanent  Record: 

Section  3.  Principals  shall  keep  a  permanent  record  for  each 
pupil. 

Promotions  and  Demotions : 

Section  4.  Principals  shall,  in  co-operation  with  teachers,  make 
promotions  and  demotions  of  pupils. 

ARTICLE  VIII 

GENERAL  ACTIVITIES 
Patriotism : 

Section  1.  All  pupils,  teachers,  and  other  employees  of  the  school 
system  shall  pay  due  respect  to  the  national  Flag  when  displayed 
and  to  the  "Star  Spangled  Banner"  when  played  or  sung  during 
ceremonies.  The  Pledge  of  Allegiance  shall  be  recited  at  least  once 
a  week  with  appropriate  exercises. 

Regular  Curriculum: 

Section  2.  The  prescribed  curriculum  shall  be  the  basic  interest 
of  the  school.  All  preparatory  work  connected  with  the  presenta- 
tion by  the  students  of  plays,  pageants  and  similar  matters  shall 
be  done  outside  of  regular  school  hours  unless  it  be  a  part  of  the 
curriculum.  The  presentation  of  such  special  features  during  the 
regular  class  periods  requires  the  authorization  of  the  principal. 

Exhibitions  or  Entertainments: 

Section  3.  No  festival,  exhibition,  concert  or  entertainment  shall 
be  held  by  any  school,  or  by  any  student  organization  of  any  school 
unless  authorized  by  the  principal;  nor  shall  any  entertainment 
be  given  for  the  benefit  of  a  student  activity  of  any  school  unless 
the  financial  arrangements  are  under  the  control  of  the  principal  and 
the  program  has  received  the  sanction  of  the  principal.  In  ele- 
mentary schools,  not  more  than  one  entertainment  at  which  ad- 
mission is  charged  shall  be  held  each  term.  Dances  under  the  aus- 
pices of  the  school  for  full  time  day  high  school  students  shall 
not  be  permitted  after  5:00  p.  m. 

In  elementary  schools,  written  permission  from  the  parent  or 
guardian  shall  be  secured  for  children  before  such  children  are 
taken  on  field  lessons  to  parks,  stores,  museums,  factories,  etc. 

Athletics : 

Section  4.  (a)  General:  Instruction  of  classes,  teams  or  in- 
dividuals shall  be  accomplished  without  the  services,  paid  or  volun- 
tary, of  any  person  not  an  employee  of  the  Board  of  Education. 
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(b)  Elementary  Schools:  No  trophies  shall  be  accepted  from 
outside  sources  as  a  reward  for  competition  in  elementary  inter- 
school  athletics.  As  the  usefulness  of  the  trophies  now  employed 
for  this  purpose  expires,  they  shall  be  presented  to  the  schools 
having  won  them  the  greatest  number  of  times.  Suitable  recog- 
nition for  athletic  excellence  in  interschool  competition  shall  be 
given  by  the  Board  of  Education. 

(c)  Senior  and  Junior  High  Schools :  No  school  shall  be  a  mem- 
ber of  any  organization,  membership  in  which  necessitates  com- 
petition outside  of  San  Francisco.  Occasional  practice  contests  may 
be  held  outside  of  the  City  with  the  sanction  of  the  principal  and 
under  the  supervision  of  a  teacher  of  the  school  concerned,  pro- 
vided the  participants  return  to  the  City  before  midnight  of  the 
same  day,  and  provided  written  permission  of  the  parent  or  guar- 
dian shall  have  been  obtained  previously. 

Advertisements  and  Publications : 

Section  5.  No  advertisement  shall  be  read  or  distributed  in  the 
schools  or  on  the  school  premises  unless  authorized  in  the  Course- 
of  Study  or  by  the  Superintendent.    No  advertisement  which  is  in 
any  way  detrimental  to  the  interests  and  welfare  of  the  public 
schools  shall  be  inserted  in  any  school  publication. 

Contributions : 

Section  6.  (a)  No  request  for  contributions  from  school  chil- 
dren for  any  purpose  outside  of  school  activities  shall  be  permit- 
ted (except  as  allowed  in  Article  XVI,  Section  5). 

(b)  Contributions  for  school  activities  must  first  be  approved 
by  the  Superintendent  on  request  of  principal. 

Promotion  or  Graduation: 

Section  7.  (a)  Time:  Exercises  and  public  exhibitions  of  school 
work  are  authorized  and  encouraged  for  Wednesday  or  Thursday 
of  the  last  week  of  each  term.  The  regular  school  program  must 
be  continued  uninterruptedly  to  the  last  day  of  the  school  term 
unless  by  permission  of  the  Superintendent. 

(b)  Diploma  or  Certificate:  Diplomas  shall  be  issued  to  high 
school  students  upon  satisfactory  completion  of  the  prescribed  high 
school  course.  Upon  promotion  from  elementary  or  junior  high 
schools  a  certificate  signed  by  the  principal  shall  be  issued  to  the 
student. 

(c)  Flowers  or  Gifts:  No  flowers  or  gifts  for  presentation  to 
students  on  graduation  shall  be  distributed  publicly  in  any  school 
building  or  place  of  graduation. 
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(d)  Exercises:  The  numbers  to  be  presented  by  pupils  as  a  part 
of  high  school  graduation  exercises  shall  be  prepared  at  such  a  time 
and  in  such  manner  as  not  to  interfere  with  the  regular  school 
work.  They  shall  be  related  to  the  work  of  the  school  curriculum 
and  may  be  the  direct  outcome  of  class-room  work. 

Presents  to  Teachers: 

Section  8.  Pupils  are  prohibited  from  making  gifts  to  or  con- 
tributing 'toward  presents  for  teachers  or  other  employees  of  the 
school  system.  Teachers  are  prohibited  from  accepting  presents 
from  pupils. 

Penalty  for  Insulting  Teachers: 

Section  9.  Any  parent,  guardian,  or  other  person,  who  shall 
insult  or  abuse  any  teacher  in  the  presence  of  the  school  or  on  the 
school  premises  is  guilty  of  a  misdemeanor  and  liable  to  a  fine  of 
not  less  than  ten  or  more  than  one  hundred  dollars.  (Paragraph 
1867,  State  School  Law.) 

Penalty  for  Disturbing  School: 

Section  10.  Any  person  who  shall  willfully  disturb  any  public 
school  or  any  public  school  meeting  is  guilty  of  a  misdemeanor  and 
liable  to  a  fine  of  not  less  than  ten  or  more  than  one  hundred  dol- 
lars. (Section  1868,  State  School  Law.) 

Lists  of  Names: 

Section  11.  Lists  of  pupils  may  be  furnished  for  official  school 
purposes  only. 

ARTICLE  IX 
THE  PRINCIPAL 

Management  and  Direction: 

Section  1.  The  principal  of  a  school  shall  be  held  responsible 
for  the  general  management  and  immediate  educational  direction 
and  supervision  of  the  school.  Teachers  and  other  employees  shall 
follow  his  instructions,  and  co-operate  with  him  at  all  times  and  in 
all  matters  necessary  for  the  general  welfare  of  the  school,  not  only 
during  school  hours,  but  during  the  time  when  the  pupils  are  on 
the  school  premises  before  and  after  school  and  during  recesses. 

Use  and  Care  of  School  Property: 

Section  2.  The  principal  shall  give  instructions  consistent  with 
$tate  Law  and  the  rules  of  the  San  Francisco  Board  of  Education 
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for  the  use  and  care  of  school  yards,  buildings,  furniture,  books 
and  equipment,  to  insure  their  being  kept  neat  and  in  proper  con- 
dition. The  Superintendent's  office  and  the  Police  Department  must 
be  notified  at  once  by  telephone  of  any  theft  or  other  depredation. 

Use  of  Building's  by  Parent-Teacher  Associations: 

Section  3.  The  principal  shall  have  the  authority  to  grant  the 
use  of  the  school  building  to  the  Parent-Teacher  Associations  of 
their  respective  schools  for  the  following  purposes: 

(a)  Regular  business  meetings. 

(b)  One  entertainment  per  term,  with  admission  charge  for 
the  purpose  of  raising  funds  for  the  benefit  of  the  school, 
provided  that  all  features  of  such  entertainment  conform 
to  the  law  and  to  the  best  interests  of  the  school  and  that 
it  be  under  proper  supervision. 

(c)  One  social  event  per  term,  without  admission  charge,  for 
the  fathers  and  mothers. 

(d)  One  entertainment  per  term,  without  admission  charge,  for 
the  pupils,  provided  it  is  under  proper  supervision. 

Teachers'  Meetings: 

Section  4.  The  principal  shall  call  teachers'  meetings  after  school 
hours  on  the  first  or  third  Tuesday  of  each  school  month,  or  both, 
and  at  such  other  times  as,  in  his  judgment,  seem  necessary.  Ex- 
cept in  cases  of  emergency  the  principal  shall  avoid  calling  teachers' 
meetings  during  school  hours.  It  shall  be  the  duty  of  a  teacher  to 
attend  all  teachers'  meetings  called  by  the  principal  unless  excused 
by  him.  Principals  shall  see  that  teachers  attend  meetings  to  which 
they  are  called  by  supervisors,  directors,  or  deputy  superintendents. 

Rotation  of  Teachers: 

Section  5.  Teachers  within  a  school  shall  be  rotated  annually, 
wherever  possible,  to  equalize  the  facilities  whenever  unusual  hous- 
ing conditions  exist.  Wherever  feasible  teachers  shall  continue  with 
the  same  class  at  least  two  terms. 

Vacancies : 

Section  6.  The  principal  shall  notify  the  Superintendent  of  any 
vacancy  in  the  teaching  staff  of  the  school  at  any  time  and  par- 
ticularly at  the  close  of  each  school  term,  stating  the  training  and 
special  qualifications  required  of  the  new  employee. 

Age  and  Grade: 

Section  7.  No  children  retarded  in  grade  more  than  three  years 
shall  be  enrolled  in  regular  day  graded  classes  without  special  per- 
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mission  of  the  Superintendent,  nor  shall  any   pupil  be  permitted 
to  repeat  the  same  grade  more  than  once. 

Prescribed  Courses  of  Study: 

Section  8.  The  principal  shall  enforce  the  prescribed  courses  of 
study  and  may  exchange  teachers  and  classes  whenever  necessary 
so  that  instruction  in  special  subjects  may  be  given  as  prescribed. 

Time  Schedule: 

Section  9.  The  principal  shall  enforce  the  time  schedule  pre- 
scribed for  the  school  and  for  each  class  and  teacher.  In  the  event 
that  rain  at  the  time  of  the  noon  intermission  renders  the  school 
grounds  unsuited  for  use  and  the  building  has  no  adequate  covered 
space  for  recreation  of  the  pupils,  the  principal  may  at  his  discre- 
tion shorten  the  noon  period  by  twenty  minutes  and  close  the  after- 
noon session  twenty  minutes  before  the  regularly  prescribed  time 
for  closing. 

Knowledge  of  Rules  and  Regulations: 

Section  10.  The  principal  shall  require  the  teachers  and  the 
janitors  during  the  first  week  of  each  term  to  familiarize  them- 
selves with  the  Rules  and  Regulations  regarding  the  internal  man- 
agement of  the  school  and  all  special  instructions  relating  to  their 
duties.  He  shall  report  immediately  in  writing,  to  the  Superinten- 
dent, willful  violations  thereof. 

Visiting  Other  Schcols  and  Classes: 

Section  11.  (a)  Principals  may  arrange  to  visit  other  schools 
in  the  Department  one  day  each  term  or.  by  permission  of  the  Su- 
perintendent, schools  of  other  cities. 

(b)  Principals  may  arrange  for  teachers  to  visit  other  classes 
in  the  Department  one-half  day  each  term.  Principals  shall  require 
from  teachers  written  reports  of  their  visits  and  keep  such  reports 
on  file  one  year. 

(c)  Visiting  principals  and  teachers  shall  reach  the  school  vis- 
ited not  later  than  8:45  a.  m.  and  shall  remain  until  at  least  a  half 
hour  before  the  close  of  the  session. 

Calls  for  Substitute  Teachers: 

Section  12.  The  principal  shall  call  upon  the  Superintendent's 
office  for  a  substitute  for  an  absent  teacher  unless  previously  noti- 
fied that  the  teacher  will  be  present  not  later  than  thirty  minutes 
after  the  opening  of  school.  In  case  a  regular  class  teacher  arrives 
after  a  substitute  has  been  sent  for,  the  principal  shall  report  the 
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substitute  for  half  a  day's  pay.  The  regular  teacher  shall  forfeit 
pay  for  half  a  day  unless  excused  by  the  Superintendent.  Sub- 
stitutes will  not  be  furnished  for  afternoon  service  only. 

Office  Hours: 

Section  13.  The  principal  shall  keep  regular  office  hours  before 
or  after  the  regular  school  hours  and  post  notice  of  the  same  on 
his  office  door.  The  vice-principal  shall  keep  office  hours  after  school 
hours. 

Posting  of  Information: 

Section  14.  The  principal  shall  have  the  name  of  each  teacher 
and  the  grade  of  the  class  posted  on  the  door  of  the  teacher's  class- 
room. The  teacher's  daily  program  shall  be  posted  inside  the  class- 
room. 

Absence  of  Principal  or  Vice-Principal: 

Section  15.  (a)  During  the  absence  of  the  principal,  the  vice- 
principal  shall  be  in  charge  and  shall  assume  full  responsibility 
for  the  making  of  reports  and  for  all  other  duties  pertaining  to  the 
office.  In  the  absence  of  both  principal  and  vice-principal  the  Super- 
intendent shall  designate  a  teacher  who  shall  act  in  the  capacity 
of  principal.  This  designation  shall  not  be  considered  permanent 
and  may  be  changed  at  the  pleasure  of  the  principal  and  the  Su- 
perintendent. 

(b)  A  vice-principal  or  teacher  acting  for  a  principal  during 
the  temporary  absence  of  a  principal  shall  be  entitled  to  pay  at  the 
rate  of  the  principal's  salary  beginning  from  the  sixteenth  con- 
secutive day  of  such  service. 

Requisitions: 

Section  16.  (a)  The  principal  shall  submit  to  the  Deputy  Super- 
intendent in  Charge  of  the  Business  Affairs  of  the  Board,  on  the 
prescribed  form,  requisitions  for  books,  apparatus,  supplies,  re- 
pairs, improvements,  and  on  delivery  of  goods  shall  receipt  the 
duplicate  order  and  return  it  immediately  to  the  proper  official. 
In  general,  the  janitor  shall  act  for  and  be  responsible  to  the  prin- 
cipal for  receiving  goods  and  checking  against  original  requisitions. 

(b)  Before  signing  requisitions  calling  for  special  equipment  and 
supplies  for  such  departments  as  Mechanical  Arts,  Drawing  and  Art, 
Music,  Home  Economics,  Physical  Education,  etc.,  principals  should 
consult  with  the  Directors  or  Supervisors  of  such  departments  in 
order  to  gain  the  benefit  of  their  technical  knowledge  and  expert 
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advice  and  counsel.  On  receipt  of  bills  for  material  or  equipmen: 
ordered  for  such  special  departments  the  principal  should  forward 
these  bills  to  the  heads  of  the  respective  departments  for  final 
checking  and  approval. 

Records : 

Section  17.  The  principal  shall  see  that  all  records  are  correctly 
and  uniformly  kept,  in  accordance  with  the  procedure  prescribed 
by  the  Superintendent. 

Library  Records ;  Issuance  of  Texts : 

Section  18.  The  principal  in  elementary  schools  is  ex-officio  li- 
brarian of  the  school.  He  shall  be  responsible  for  the  keeping  of1 
the  official  record  of  the  State  text  books,  a  record  of  all  other  books 
in  the  library,  and  shall  regulate  their  issuance. 

Administration  Credentials : 

Section  19.  All  principals  must  hold  a  State  Administration 
Credential  for  the  type  of  school  which  is  in  their  charge. 

Suspension  of  Pupils: 

Section  20.  The  principal  shall  have  any  pupil  of  the  school 
who  is  accused  of  committing  an  offense  which  is  a  cause  for  sus- 
pension appear  before  him,  and  if  the  pupil,  after  an  opportunity 
to  be  heard  in  his  own  behalf,  is  found  guilty,  he  shall  be  suspended 
from  school  -for  a  period  not  to  exceed  one  week.  Whenever  the 
principal  has  information  that  any  parent  or  guardian  is  respon- 
sible for  the  commission  of  an  offense  by  a  pupil,  or  that  any  other 
person,  firm  or  corporation  is  encouraging  a  pupil  in  the  commission 
of  an  offense  or  is  responsible  therefor,  such  principal  shall  report 
such  information  to  the  Bureau  of  Attendance  and  Guidance.  All 
suspensions  shall  be  reported  promptly  to  the  Superintendent's  office 
and  to  the  parent  or  guardian  on  appropriate  forms. 

Fire  Drills: 

Section  21.  (a)  Any  person  who  discovers  fire  upon  the  school 
premises  shall  give  the  alarm  by  quick  and  violent  ringing  of  the 
gong  or  by  the  cry  of  fire.  The  janitor  shall  immediately  go  to  the 
nearest  fire  alarm  box  and  send  in  the  alarm;  he  shall  remain  at 
this  point  and  direct  the  firemen  to  the  school. 

(b)  Talking  and  disturbance  shall  be  suppressed  while  the 
pupils  pass  out.  Entrances,  sidewalks  and  streets  should  be  cleared 
as  rapidly  as  possible  for  firemen  and  fire  apparatus.  Classes  shall 
be  marched  two  hundred  feet  from  the  building  and  the  teacher 
shall  ascertain  if  any  pupils  are  missing.  Missing  pupils  shall  be 
reported  at  once  to  the  principal. 
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(c)  The  principal  shall  hold  at  least  once  each  month  and  as 
directed  by  the  Fire  Department,  fire  drills  in  which  all  pupils  and 
teachers  shall  be  required  to  leave  the  building.  He  shall  time  all 
drills  and  make  a  record  of  the  same.  Inefficiency  on  the  part  of 
teachers  shall  be  reported.  A  fire  drill  shall  be  held  on  the  first 
day  of  each  term. 

Accidents: 

Section  22.  The  principal  shall  report  immediately  to  the  Super- 
intendent's office  accidents  to  employees  of  the  Board  to  enable 
them  to  secure  the  benefits  of  the  State  Compensation  Insurance 
Fund. 

Hours  of  Office  Employees: 

Section  23.  School  office  employees  shall  work  during  the  period 
of  their  employment  the  same  number  of  hours  per  week  and  shall 
have  the  same  leaves  as  employees  in  the  Superintendent's  office. 

Arrival  of  New  Janitor  or  Engineer: 

Section  24.  Whenever  a  new  janitor  reports  for  duty  the  prin- 
cipal shall  notify  the  Superintendent  of  Buildings  and  Grounds, 
who  shall  send  an  assistant  to  instruct  the  janitor  relative  to  the 
use  of  gas,  water  and  electricity  and  also  to  give  necessary  direc- 
tions in  regard  to  the  heating  and  ventilating  systems  of  the  school 
and  the  upkeep  of  mechanical  equipment. 

Duties  of  Vice-Principals: 

Section  25.  Vice-principals  in  elementary  schools  under  the  gen- 
eral direction  of  the  principal,  and  in  addition  to  their  duties  as 
teachers : 

(a)  Shall  have  immediate  charge  of  the  school  yard  and  aid 
as  advisers  of  boys  and  girls. 

(b)  Shall  have  charge  of  banking  and  nutrition. 

(c)  Shall  attend  principals'  meetings  whenever  the  principal  is 
unable  to  attend. 

ARTICLE  X 
TEACHERS 

State  School  Law  and  Rules  of  Board: 

Section  1.  Teachers  shall  familiarize  themselves  with  the.  pro- 
visions of  State  Law  and  the  rules  of  the  San  Francisco  Board  of 
Education. that  relate  to  their  school  duties.    Teachers  shall  read 
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aloud  to  their  pupils  at  the  beginning  of  each  term  such  portions 
of  the  local  Rules  and  Regulations  and  of  State  Law  as  may  apply 
to  them. 

Responsibility  for  Order: 

Section  2.  Teachers  shall  be  responsible  for  the  conduct  of  class- 
room work  and  for  discipline  of  their  classes  and  shall  render  assist- 
ance in  the  general  supervision  over  students  on  the  school  prem- 
ises, in  yards,  halls,  and  stairways,  and  in  going  to  and  returning 
from  school. 

Courtesy : 

Section  3.  It  is  required  that  all  observe  the  customary  rules 
of  courtesy  in  their  relations  with  one  another.  At  no  time  shall 
a  teacher  or  other  employee  be  reprimanded  or  humiliated  in  the 
presence  of  others. 

State  Register: 

Section  4.  Registry  teachers  shall  keep  the  "Register"  as  re- 
quired by  the  State  School  Law  and  Regulations. 

Use  and  Care  of  Equipment;  Ventilation;  Temperature: 

Section  5.  Teachers  shall  take  all  reasonable  precautions  for  the 
proper  use  and  care  of  furniture,  apparatus,  books  and  other  equip- 
ment in  the  class-rooms.  Teachers  shall  be  responsible  for  the 
proper  ventilation  of  class-rooms,  and  for  maintaining  the  tempera- 
ture between  63  and  70  F.,  so  far  as  this  is  possible  with  the  means 
available. 

Books  and  Supplies : 

Section  6.  Teachers  shall  procure  all  necessary  class-room  sup- 
plies, books  and  equipment  before  or  after  school  hours. 

Monitor  and  Messenger  Work: 

Section  7.  Principals  and  teachers  shall  not  request  any  service 
from  a  pupil  which  may  interfere  with  the  pupil's  work. 

Private  Teaching  for  Pay: 

Section  8.  No  principal  or  teacher  shall  give  private  lessons  or 
instruction  for  pay  to  any  pupil  who  is  a  member  of  the  school  or 
class  in  which  said  principal  or  teacher  is  employed,  nor  use  any 
room  or  building  in  the  School  Department  for  the  purpose  of  giv- 
ing private  lessons  or  instruction  for  pay  without  special  authoriza- 
tion of  the  Superintendent. 

Interviews: 

Section  9.  Interviews  with  teachers  on  school  business  during 
the  school  hours  must  be  by  permission  of  the  principal.    During 
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school  day  no  one  shall  be  permitted  to  interview  a  teacher  in  refer- 
ence to  business  other  than  that  of  the  school  and  then  only  by  per- 
mission of  the  principal.  During  the  hours  of  instruction  teachers 
will  not  be  notified  of  telephone  calls  except  in  cases  of  extreme 
emergency.  . 

Service  of  Teachers: 

Section  10.  Principals  are  authorized  to  assign  teachers  in  ro- 
tation to  the  various  duties  connected  with  serving  the  mid-morning 
lunches,  or  other  general  activities  of  the  school  for  which  other 
provisions  have  not  been  made,  and  which  may  be  required  for  the 
best  interests  of  the  school. 

ARTICLE  XI 

REPORTS,  LEAVES,  AND  SALARY  PROVISIONS 

Hours  of  Service: 

Section  1.  (a)  The  principal  shall  keep  an  accurate  record  of 
the  attendance  of  the  principal,  teachers  and  janitors,  including  the 
time  of  arrival  at  school.  The  principal  shall  not  leave  school  during 
school  hours  except  on  school  business  or  by  authorization  of  the 
Superintendent.  In  such  case  the  vice-principal  shall  be  notified  by 
the  principal.  Before  leaving  the  school  premises  the  principal  shall 
see  that  all  pupils  not  in  the  charge  of  a  teacher  have  left  the  build- 
ing, and  shall  not  leave  until  the  daily  absence  report  for  any  em- 
ployee has  been  mailed  to  the  Superintendent. 

(b)  All  teachers  regularly  assigned  to  a  school  shall  be  at  their 
respective  desks  at  least  fifteen  minutes  before  the  regular  opening 
of  the  school.  Teachers  must  remain  on  duty  until  the  regular  clos- 
ing unless  directed  otherwise  by  the  Superintendent  or  excused  by 
the  principal  in  cases  of  emergency,  under  which  circumstances  the 
principal  shall  make  report  to  the  Superintendent.  No  teacher  shall 
begin  preparation  for  leaving  the  school  building  at  the  close  of  his 
school  day  until  the  pupils  under  his  charge  shall  have  been  dis- 
missed from  the  building. 

(c)  The  principal  may  excuse  the  absence  of  a  teacher,  for  good 
cause,  for  a  period  less  than  one  hour,  without  salary  deduction, 
but  the  principal  must  provide  for  the  class.  In  all  cases  in  which 
teachers  have  been  excused  at  the  request  of  the  Superintendent 
no  salary  deduction  shall  be  made. 

Efficiency  Reports: 

Section  2.  The  principal,  on  the  10th  of  January  and  on  the  10th 
of  May  each  year  shall  submit  to  the  Superintendent,  on  forms  pre- 
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pared  for  the  purpose,  written  reports  on  the  service  of  all  proba- 
tionary teachers,  on  all  teachers  assigned  to  the  school  by  transfer 
and  who  have  served  in  the  school  for  less  than  one  full  year;  on 
vice-principal,  yard  teachers  and  heads  of  departments  who  have 
served  as  such  less  than  two  years,  and  on  any  other  teacher  upon 
the  request  of  the  Superintendent. 

Efficiency  Reports  upon  Substitute  Teachers: 

Section  3.  If  a  substitute  has  been  employed  in  the  school  for 
at  least  three  consecutive  days  the  principal  shall  submit  a  report  on 
the  efficiency  of  the  substitute  teacher,  which  shall  state  the  degree 
of  success  or  failure. 

Monthly  Statistical  Reports: 

Section  4.  The  principal  shall,  within  three  days  after  the  close 
of  the  school  month,  submit  to  the  Superintendent  a  monthly  sta- 
tistical report  of  the  school,  and  shall  promptly  make  such  other 
reports  as  may  be  requested. 

Leaves  of  Absence: 

Section  5.  (a)  Sickness  or  Emergency:  Teachers  should  not  ap- 
ply for  leaves  of  absence  to  commence  after  the  beginning  of  the 
term  except  in  cases  of  total  disability  or  emergency. 

(b)  Ordinary  Leaves  Require  a  Permit:  Leaves  of  absence  for 
more  than  twenty  days  require  the  submission  of  a  written  request 
by  the  teacher  to  the  Superintendent  and  may  be  granted  by  the 
Board,  on  the  recommendation  of  the  Superintendent,  on  grounds  of 
ill  health  of  the  applicant  or  emergency,  or  study,  which  may  in- 
clude travel.  Leaves  of  absence  or  a  single  extension  of  a  leave  of 
absence  for  less  than  twenty  days  may  be  granted  by  the  Superin- 
tendent upon  request. 

(c)  Duration  of  Leaves:  Leaves  shall  terminate,  as  a  rule,  at  the 
beginning  of  a  term.  No  leaves  shall  be  granted  to  any  employees 
or  renewed  for  a  longer  period  than  six  months  except  by  special 
recommendation  of  the  Superintendent  and  approval  of  the  Board. 

(d)  Assignment  from  Leaves:  Teachers  returning  from  leaves 
of  absence,  in  so  far  as  the  best  interests  of  the  schools  may  be 
served,  shall  be  re-assigned  to  the  classes  held  by  them  immediately 
prior  to  grant  of  leave.  When  such  best  interests  are  not  so  served, 
the  teacher  upon  return  shall  be  assigned  to  an  equivalent  vacant 
position  in  the  Department. 

(e)  Termination  of  Leave:  Teachers  on  leave  of  absence  shall 
notify  the  Deputy  Superintendent  in  charge  of  Personnel,  in  writ- 
ing, two  weeks  in  advance  of  the  expiration  of  leave  of  absence. 
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of  intention  to  return  to  school  duties.  Employees  who  do  not  re- 
port to  the  Superintendent  or  their  principal  upon  the  last  day  of 
their  leave  may  be  dropped  from  employment  in  the  school  system, 
unless  an  application  for  a  renewal  of  leave  has  been  on  file  in  the 
office  of  the  Superintendent  two  weeks  prior  to  said  date.  The  Su- 
perintendent is  empowered  to  waive  this  provision  whenever  good 
and  sufficient  reasons  exist  therefor. 

(f )  Return  to  Duty :  The  principal  shall  at  once  notify  the  Super- 
intendent, in  writing,  when  an  employee  returns  to  duty  from  a 
leave  of  absence. 

(g)  Misrepresentation:  Teachers  obtaining  leaves  through  mis- 
representation shall  be  deemed  guilty  of  unprofessional  conduct. 

Absence  of  Teachers : 

Section  6.  Teachers  desiring  to  be  absent  from  duty  for  more 
than  five  consecutive  days  must  give  notice  thereof  to  the  Office  of 
the  Superintendent,  stating  the  cause  and  duration  of  such  absence. 
Such  notification,  made  upon  official  blanks,  and  approved  by  the 
principal,  must  be  sent  to  the  Office  of  the  Superintendent,  Depart- 
ment of  Personnel.  In  cases  of  sudden  illness,  or  other  emergency, 
teachers  may  absent  themselves  temporarily  without  permission 
for  a  term  not  to  exceed  five  days. 

Tardiness : 

Section  7.  Teachers  shall  be  considered  tardy  whenever  they  ar- 
rive for  duty  in  the  interval  between  fifteen  minutes  before  and 
fifteen  minutes  after  their  school  day  begins.  Frequent  or  habitual 
tardiness  will  be  considered  neglect  of  duty. 

Salary  Provisions: 

Section  8.  (a)  Teachers  employed  and  working  during  the  en- 
tire school  year  shall  receive  their  annual  salary  in  twelve  equal 
monthly  installments.  Teachers  substituting  for  one  month  or  more 
in  a  position  shall  be  paid  the  minimum  salary  fixed  for  the  grade 
taught.  The  salary  shall  begin  July  1st  and  end  June  30th  follow- 
ing, provided  the  salary  year  shall  be  not  less  nor  more  than  twelve 
calendar  months;  and  further  provided  that  a  teacher  who  serves 
less  than  a  full  school  year  is  entitled  to  receive  as  salary  only  an 
amount  that  bears  the  same  ratio  to  the  established  annual  salary 
for  such  position  as  the  time  he  teaches  bears  to  the  annual  school 
term. 

(b)  The  balance  of  salary  due  a  teacher  and  unpaid  shall  be  paid 
him  at  the  time  of  his  separation  from  service  or  within  one  calen- 
dar month  following  the  date  of  his  separation  from  service. 
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Sick  Leave  Allowance: 

Section  9.  (a)  Allowance  for  absence  on  account  of  actual  sick- 
ness of  the  employee  for  five  teaching  days  per  year  shall  be  made. 
Application  for  such  allowance  shall  be  made  by  letter  to  the  Super- 
intendent through  the  principal.  The  letter  shall  be  accompanied 
by  a  physician's  certificate  of  illness  or  be  verified  by  the  principal. 

(b)  Teachers  who  are  seriously  ill  and  absent  from  duty  for 
five  or  more  consecutive  teaching  days  (not  counting  Saturday  and 
Sunday),  in  addition  to  the  five  days  provided  for  above,  may  be 
granted  half  pay  for  these  days,  not  to  exceed  ten  days,  upon  appli- 
cation to  the  Superintendent  accompanied  by  a  certificate  from  a 
physician  certifying  to  the  fact  that  the  condition  of  the  teacher's 
health  necessitated  the  absence;  and  further  provided  that  claim 
for  such  payment  shall  be  made  not  more  than  once  during  the 
school  year. 

(c)  Teachers  in  quarantine  through  illness  of  others  shall  be 
entitled  to  receive  pay  for  the  time  lost  on  the  same  basis  as  for 
personal  illness. 

(d)  Teachers  may  absent  themselves  for  three  days  without 
loss  of  salary  in  case  of  death  in  the  immediate  family  or  in  the 
immediate  household.  Immediate  family  shall  be  interpreted  to 
include  husband,  wife,  children,  parents,  brothers  and  sisters.  In 
the  event  of  attendance  at  the  funeral  of  a  second  degree  relative, 
one  day's  absence  without  loss  of  salary  shall  be  allowed.  Second 
degree  relatives  shall  be  interpreted  to  include  grandparents,  grand- 
children, uncles,  aunts,  nephews,  nieces,  and  parents-in-law. 

(e)  Office  employees,  janitors,  and  workmen  of  the  Board  of 
Education  shall  be  entitled  to  pay  on  account  of  illness  on  the  same 
condition  as  those  applying  to  teachers,  except  full  pay  shall  be 
for  six  days  and  half  pay  under  conditions  of  "b"  of  this  section. 

Salary  Deductions: 

Section  10.  A  deduction  of  one-thirtieth  of  a  month's  salary  shall 
be  made  for  each  day's  absence,  and  one-sixth  of  this  amount  for 
each  hour's  absence,  unless  otherwise  ordered  by  the  Superinten- 
dent upon  the  recommendation  of  the  principal.  Absence  for  a 
calendar  month  shall  cause  loss  of  salary  for  the  month,  except  in 
event  of  five  or  more  holidays  in  the  month,  the  deduction  in  pay 
shall  be  made  for  the  teaching  days  absent.  Teachers  on  leave  or 
otherwise  absent,  except  temporarily  on  account  of  sickness,  during 
the  school  year,  shall  have  proportional  amounts  deducted  from 
their  salary  warrants  for  the  summer  vacation  period. 
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ARTICLE  XII 
CERTIFICATION,  APPOINTMENTS,  ETC. 

State  Credentials: 

Section  1.  The  State  Board  of  Education  issues  credentials  for 
the  following  kinds  of  service : 

(a)  Secondary,  (b)  junior  high,  (c)  general  elementary, 
(d)   kindergarten  and  primary,  (e)  special  secondary, 
(f)   special  elementary,  (g)  instruction  supervision, 

(h)   administration,  (i)  librarian,  (j)  attendance, 
(k)   health  and  development. 

Certificates: 

Section  2.  The  State  credential  shall  be  prerequisite  to  the  issu- 
ance of  a  City  and  County  certificate  making  a  person  eligible  for 
employment  in  San  Francisco  in  the  above-named  positions.  Exam- 
ination for  the  elementary  certificate,  however,  shall  be  held  during 
the  month  of  December  of  each  year,  and  at  such  other  times  as  the 
Board  of  Examination  may  determine. 

Appointment: 

Section  3.  (a)  The  certificate,  personal  history  sheet  and  writ- 
ten recommendation  shall  be  prerequisites  to  appointment  in  the 
school  system.  In  addition  elementary  teachers  shall  be  selected 
:  from  an  eligible  list  consisting  of  names  certified  from  a  competitive 
examination  which  shall  be  held  at  least  once  a  year.  The  competi- 
tive examination  shall  be  designed  to  test  the  fitness  of  the  appli- 
cants for  the  teaching  profession.  Notice  of  the  competitive  exam- 
inations shall  be  given  due  publicity  at  least  two  weeks  before  the 
date  of  the  examination.  Applicants  who  are  successful  in  such 
competitive  examinations  shall  be  placed  on  the  eligible  list  in  the 
order  of  their  standing  and  shall  be  appointed  to  positions  in  the 
same  order,  insofar  as  adaptability  of  the  teacher  to  the  position 
permits. 

(b)  Office  employees,  engineers  and  janitors  are  appointed  from 
eligible  lists  certified  by  the  Civil  Service  Commission  of  San  Fran- 
cisco. 

Classification  of  Employees: 

Section  4.  (a)  Substitutes:  Substitutes  are  persons  employed 
from  day  to  day  for  less  than  one  year  periods,  to  fill  positions  of 
regular  employees  absent  from  service,  or  otherwise  to  occupy 
temporary  positions. 
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(b)  Probationary:  Probationary  employees  are  persons  em- 
ployed by  the  year,  who  have  not  secured  tenure  of  office. 

(c)  Permanent:  Permanent  employees  are  persons  who  shall 
have  served  satisfactorily  for  two  full  consecutive  school  years  as 
probationary  employees  (or  six  months  if  certified  by  the  Civil 
Service  Commission)  and  have  secured  tenure  of  office. 

Marriage  of  Women  Employees: 

Section  5.  A  married  woman,  except  when  the  husband  is  in- 
capacitated, shall  not  be  recommended  for  employment.  The  mar- 
riage of  substitute  and  probationary  women  employees  shall  make 
them  ineligible  for  further  employment. 

Physical  Disability: 

Section  6.  When  the  health  condition  of  an  employee  is  such  as 
apparently  to  render  him  unfit  for  duty  his  case  may  be  referred 
to  the  Board  of  Health  for  investigation  and  report. 

Resignations : 

Section  7.  Employees  shall  give  the  Superintendent  and  prin- 
cipal at  least  two  weeks'  notice  when  intending  to  resign. 

Suspension  of  Employees : 

Section  8.  The  Superintendent  of  Schools  shall  investigate  all 
complaints  of  violations  of  rules  by  any  employee  of  the  Department, 
that  may  be  brought  to  his  attention,  and  if,  in  his  judgment,  the 
complaint  requires  action  on  the  part  of  the  Board  of  Education, 
he  shall  make  a  written  report  thereof  to  the  Board  at  the  next 
ensuing  meeting.  If  the  act  complained  of  be  of  such  a  nature  as 
to  unfit  the  accused  for  the  proper  performance  of  his  duties,  the 
Superintendent  shall  suspend  him  for  a  period  of  twenty-four  (24) 
hours,  at  the  expiration  of  which  time  if  then  fit  for  duty,  he  shall 
be  restored  thereto,  pending  action  by  the  Board  of  Education ;  if, 
at  the  expiration  of  twenty-four  (24)  hours,  he  be  still  unfit  for 
duty,  his  suspension  shall  continue  until  his  case  shall  have  been 
acted  upon  by  the  Board. 

Dismissal: 

Section  9.  (a)  Substitutes:  The  services  of  a  substitute  teacher 
may  be  discontinued  at  any  time  at  the  pleasure  of  the  Board. 

(b)  Probationary  Employees:  Probationary  employees  not  certi- 
fied by  the  Civil  Service  Commission  may  be  dismissed  during  the 
school  year  for  statutory  causes  only,  as  in  the  case  of  permanent 
employees,  except  that  on  or  before  the  tenth  day  of  June  in  any 
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year  the  Board  may  give  notice  in  writing  to  a  probationary  em- 
ployee that  his  services  will  not  be  required  for  the  ensuing  year. 
Such  notice  shall  be  deemed  sufficient  and  complete  when  delivered 
in  person  to  the  teacher  by  the  Secretary  of  the  Board  or  when  de- 
posited in  the  United  States  registered  mail  with  postage  prepaid, 
addressed  to  such  employee  at  his  last  known  place  of  address.  Pro- 
bationary employees  certified  by  the  Civil  Service  Commission  shall 
be  dismissed  in  accordance  with  the  rules  of  that  Commission. 

(c)  Permanent  Employees:  Teachers,  principals  or  other  educa- 
tional employees  who  have  tenure  of  office  as  such  may  be  dismissed 
for  one  or  more  of  the  following  causes,  after  a  fair  and  impartial 
public  hearing,  to-wit:  Immoral  or  unprofessional  conduct,  dishon- 
esty, intemperance,  incompetence,  evident  unfitness  for  teaching, 
persistent  violations  of,  or  refusal  to  obey  the  school  laws  of  Cali- 
fornia or  reasonable  rules  prescribed  for  the  government  of  public 
schools.  The  Board  shall  give  at  least  ten  days'  notice  in  writing 
to  any  permanent  employee  against  whom  charges  shall  have  been 
preferred,  which  notice  shall  state  fully  the  charges,  and  the  time 
when  and  the  place  where  such  hearing  is  to  be  held.  The  Board 
shall  hold  such  hearing  under  reasonable  rules  which  it  shall  adopt, 
and  the  employee  against  whom  charges  shall  have  been  preferred 
shall  have  the  right  to  be  represented  by  counsel,  and  to  call  wit- 
nesses on  his  own  behalf  and  take  their  testimony  at  the  hearing 
and  to  cross-examine  all  other  witnesses  who  may  testify  at  such 
hearing ;  provided,  that  such  hearing  shall  be  confined  to  the  charges 
only.  The  Board  may  dismiss  any  permanent  employee  after  said 
hearing  upon  proof  of  the  charges  covering  any  one  or  more  of  the 
causes  for  dismissal  enumerated  herein  upon  the  affirmative  vote 
of  the  majority  of  the  Board.  No  member  of  the  Board  shall  be 
qualified  to  vote  who  has  not  been  present  throughout  the  entire 
hearing.  Such  trial  shall  be  concluded  and  the  decision  rendered 
within  ten  days  after  the  beginning  of  said  trial.  Permanent  em- 
ployees certified  by  the  Civil  Service  Commission  shall  be  dismissed 
in  accordance  with  the  rules,  of  that  Commission. 

ARTICLE  XIII 
RESIDENTIAL  QUALIFICATION  OF  EMPLOYEES 

General : 

Section  1.  All  teachers  and  all  officers  and  employees  who  have 
been  appointed  to  take  service  shall  become  residents  of  the  City 
and  County  of  San  Francisco  within  one  month  from  and  after  their 
appointment  and  remain  such  residents  during  their  employment; 
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PROVIDED,  however,  that  in  ease  of  sickness  or  special  circum- 
stances, the  Board  may  by  resolution  extend  the  time  therein  des- 
ignated, and,  furthermore,  all  teachers  and  all  officers  and  employees 
who  were  already  residents  of  the  City  and  County  of  San  Fran- 
cisco, July  1,  1925,  shall  remain  such  residents  during  their  em- 
ployment. 

ARTICLE  XIV 

KINDERGARTENS 
General : 

Section  1.  All  kindergarten  teachers  shall  be  governed  by  the 
general  rules  of  the  Board,  that  apply  to  teachers  in  general, 
in  addition  to  the  following  special  rules. 

Attendance: 

Section  2.  (a)  Whenever  the  average  attendance  of  pupils  in  any 
kindergarten  reaches  forty,  the  kindergarten  shall  be  divided  into 
two  sessions,  each  taught  by  the  same  teacher,  the  older  children  in 
the  morning  session  from  nine  to  twelve  o'clock,  and  the  younger 
children  from  one  o'clock  to  two-thirty  p.  m.  When  the  kinder- 
garten teachers  are  not  teaching  afternoon  classes,  they  shall  per- 
form a  regular  amount  of  educational  work  as  outlined  by  the  Super- 
intendent and  under  the  direction  of  the  principal. 

(b)  Thirty  pupils  shall  be  the  basis  for  classification  at  the  be- 
ginning of  a  term.  WThen  the  average  number  in  a  class  falls  below 
twenty-four,  the  principal  shall  report  the  fact  to  the  Superin- 
tendent. 

Minimum  Age: 

Section  3.  The  minimum  age  for  admission  to  kindergarten  shall 
be  four  years  and  three  months  counting  from  the  first  day  of  the 
school  term. 

ARTICLE  XV 

ELEMENTARY  SCHOOLS 

General : 

Section  1.  All  teachers  and  other  employees  of  elementary 
schools  shall  be  governed  by  the  general  rules  of  the  Board,  that 
apply  to  elementary  schools,  in  addition  to  the  following  special 
rules. 

School  Day: 

Section  2.  The  daily  sessions  of  elementary  schools  shall  begin 
at  nine  a.  m.  and  end  at  three  p.  m..  except  for  the  kindergarten. 
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which  shall  end  at  twelve  m.  (if  morning  sessions  only),  and  the 
first,  second  and  third  grades,  which  shall  end  at  two-thirty  p.  m. 
The  noon  recess  shall  be  from  twelve  to  one  p.  m. 

School  Yard  Control: 

Section  3.  School  yard  shall  be  opened  by  the  janitor  at  8:30 
a.  m.  and  closed  by  him  at  4 :30  p.  m.  Class-rooms  shall  be  opened 
at  8:45  a.  m.  by  the  class  teacher.  Where  there  are  two  yards  the 
vice-principal  shall  supervise  the  boys'  yard  and  the  principal  the 
girls'  yard,  the  principal  having  the  right  to  call  upon  teachers  in 
regular  order  when  necessary  to  assist  the  principal  in  supervision 
of  the  girls'  yard.  In  schools  of  twenty-two  or  more  teachers  the 
girls'  yard  shall  be  supervised  by  one  of  the  regular  teachers  of  the 
school  duly  appointed  by  the  Board  of  Education  for  that  purpose. 

Minimum  Age: 

Section  4.  The  minimum  age  for  admission  to  day  elementary 
schools  shall  be  five  years  and  nine  months,  counting  from  the  first 
day  of  the  school  term.  No  pupil  shall  be  admitted  to  the  beginning 
classes  after  the  expiration  of  one  calendar  month  from  the  begin- 
ning of  the  school  term. 

Size  of  Classes: 

Section  5.  (a)  First  Grade:  Approximately  thirty-five  pupils 
shall  be  the  basis  for  classification  in  first  grade  classes  at  the  be- 
ginning of  a  term.  When  the  average  number  in  a  class  falls  below 
twenty-five  the  principal  shall  report  the  fact  to  the  Superintendent. 

(b)  Other  Elementary  Grades:  Approximately  forty  pupils  shall 
be  the  basis  for  classification  in  all  other  elementary  grade  classes 
at  the  beginning  of  a  school  term.  When  the  average  number  in 
a  class  falls  below  thirty-two  the  principal  shall  report  the  fact  to 
the  Superintendent. 

Preliminary  Classification : 

Section  6.  On  the  morning  of  the  last  day  of  each  school  term 
principals  shall  re-classify  their  schools,  assigning  classes  and 
teachers  to  the  rooms  to  be  occupied  during  the  ensuing  term.  In 
order  to  accomplish  this  result  it  will  be  necessary  to  obtain,  in 
advance,  from  contributing  schools,  the  number  and  grade  of  pupils 
to  be  received  from  each,  as  well  as  to  estimate  the  number  of  kin- 
dergarten and  first  grade  pupils  that  may  reasonably  be  anticipated. 
On  that  day  the  students  may  be  dismissed  at  the  end  of  a  minimum 
school  day>  the  teachers  remaining  to  complete  their  reports  or  for 
other  duties  under  instructions  from  the  principal.    A  formal  re- 
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port  of  this  classification  shall  be  made  to  the  Superintendent  by 
noon  Monday  following  the  end  of  the  term.  * 

Classification  Reports: 

Section  7.  A  classification  report  showing  the  organization  of 
the  school  and  the  assignments  of  teachers  in  the  school,  must  be 
sent  by  the  principal  to  the  Superintendent  on  the  second  Tuesday 
of  the  school  term.  Promptness  is  of  utmost  importance  in  render- 
ing this  report ;  likewise,  great  care  must  be  exercised  in  securing 
its  accuracy. 

ARTICLE  XVI 

JUNIOR  HIGH  SCHOOLS 
General : 

Section  1.  All  teachers  and  other  employees  of  junior  high 
schools  shall  be  governed  by  the  general  rules  of  the  Board  of  Edu- 
cation, in  addition  to  the  following  special  rules. 

School  Day: 

Section  2.  (a)  The  daily  sessions  in  the  junior  high  schools 
shall  continue  from  8:30  to  12  m.  and  from  1  to  3:30  p.  m.  Any 
local  variation  from  this  schedule  must  be  authorized  by  the  Su- 
perintendent. 

(b)  Teachers  are  in  the  service  of  the  school  during  the  whole 
of  the  school  day,  and  are  not  entitled  to  free  or  off  periods  in  the 
sense  that  teachers  are  relieved  from  school  service  during  these 
periods.  Teachers  having  hours  not  occupied  with  regular  teaching 
service  shall  have  definite  work  assigned  them  by  the  principal  for 
such  hours. 

Grades  Enrolled: 

Section  3.  The  junior  high  school  shall  comprise  grades  seven, 
eight,  and  nine,  and  such  special  or  retarded  students  below  the 
seventh  grade  as  may  be  recommended  by  the  elementary  schools 
and  approved  by  the  Deputy  Superintendent  in  charge  of  junior 
high  schools. 

Admission  of  Students: 

Section  4.  Students  shall  be  admitted  to  the  junior  high  schools, 
(a)   On  presentation  of  a  certificate  of  promotion, 

1.  From  the  sixth  grade  of  any  public  school. 

2.  From  the  sixth  grade  of  any  private  elementary  school 
having  a  course  of  study  equivalent  to  that  of  the  San 
Francisco  public  schools. 
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(b)  On  presentation  of  a  proper  transfer  from  any  other  public 
junior  high  school,  or  from  any  private  school  whose  applicants  are 
qualified  for  admission  to  the  seventh,  eighth,  or  ninth  grades  of 
the  junior  high  school. 

(c)  From  grades  below  the  seventh,  retarded  pupils  recom- 
mended by  the  principals  of  elementary  schools  and  approved  by 
the  Deputy  Superintendent  in  charge  of  junior  high  schools. 

Home  Study: 

Section  5.  Principals  shall  direct  teachers  to  assign  lessons  so 
that  the  total  time  required  for  home  study  in  the  seventh  and 
eighth  grades  shall  not  exceed  one  and  a  half  hours  daily,  and  in 
the  ninth  year  two  hours  daily. 

Admission  from  Junior  High  School  to  High  School: 

Section  6.  Unanimous  agreement  between  the  high  school  and 
junior  high  school  principals  having  been  reached,  students  shall 
be  admitted  from  junior  high  school  to  the  high  schools  as  follows: 

(a)  All  students  graduated  from  the  junior  high  schools  be 
admitted  to  tenth  year  standing  in  the  high  schools. 

(b)  All  students  admitted  to  high  schools  from  junior  high 
schools  shall  be  given  classification  in  subjects  in  advance  of  the 
ninth  year  according  to  their  actual  attainments. 

(c)  Students  of  junior  high  schools  who  have  not  been  grad- 
uated, but  who  have  accomplished  what  they  are  capable  of  gaining 
from  the  junior  high  school  course  of  study,  and  superior  students 
who  have  nearly  completed  the  junior  high  school  course,  when 
recommended  to  the  high  schools  shall  be  there  received  and  clas- 
sified according  to  their  needs  as  indicated  by  the  recommendations 
of  the  junior  high  schools  from  which  they  go.  These  shall  be  re- 
garded by  the  high  schools  as  "Special  Full  Course  Students." 

(d)  Every  student  from  a  junior  high  school,  when  applying 
for  admission  to  the  high  school,  shall  present  an  outline  showing 
the  subjects  pursued  in  the  ninth  year,  as  well  as  the  total  time 
devoted  to  the  subjects  which  were  begun  below  the  ninth  year 
and  which  a  student  might  intend  to  continue  in  the  high  school 
and  the  grade  of  his  work  in  each  subject.  (The  student's  perma- 
nent record  card  should  meet  this  requirement.) 

Play  Yards: 

Section  t.  Play  yards  shall  be  supervised  by  the  physical  edu- 
cation teachers  under  direction  of  the  principals. 

30 


Vice-Principals : 

Section  8.  Each  junior  high  school  of  eleven  hundred  students 
or  more  shall  have  two  vice-principals,  one  of  whom  shall  also 
serve  as  dean  of  boys,  and  the  other  as  dean  of  girls.  Schools  hav- 
ing fewer  than  eleven  hundred  pupils  shall  have  one  vice-principal 
only.  In  schools  having  but  one  vice-principal  that  vice-principal 
shall  give  at  least  two  full  periods  each  day  to  class  instruction. 

Where  there  are  two  vice-principals  in  a  school,  each  vice- 
principal  shall  give  one-half  his  time  each  day  to  class  instruction. 

Under  the  direction  of  the  principals  the  vice-principals  shall 
assume  the  duties  and  obligation  of  guidance  and  discipline  usually 
associated  with  the  office  of  dean,  and  otherwise  shall  carry  on 
administrative  duties  as  prescribed  by  the  principals. 

In  schools  having  two  vice-principals,  the  principal  shall  recom- 
mend to  the  Superintendent  which  of  them  shall  assume  his  duties 
as  principal  in  case  of  his  absence. 

Departmental  Organization: 

Section  9.  Each  junior  high  school  shall  be  organized  into  de- 
partments based  upon  subjects  or  allied  subjects.  In  every  de- 
par  cment  having  tnree  or  more  teachers,  the  principal  shall  nom- 
inate to  the  Superintendent  one  teacher  in  each  department  to  act 
as  chairman.  These  chairmen  shall  act  as  administrative  heads  of 
their  respective  departments  both  in  educational  and  business  mat- 
ters, and  shall  co-operate  with  the  principal  to  promote  the  best 
interests  of  the  school.  This  service  shall  not  reduce  their  regular 
teaching  hours. 

Hours  of  School  Clerks: 

Section  10.  Clerks  in  junior  high  schools  shall  be  on  duty  at 
school,  under  assignment  by  the  principal,  for  not  fewer  than  the 
number  of  hours  per  week  during  the  period  of  employment  each 
year  as  clerks  in  the  office  of  the  Superintendent. 

Report  to  Commissioner  of  Secondary  Schools: 

Section  11.  Each  principal  of  a  junior  high  school  shall  submit 
annually  in  October  to  the  Commissioner  of  Secondary  Schools  a 
report  including  a  copy  of  the  printed  or  written  course  of  study 
and  shall  file  with  the  Superintendent  a  copy  of  said  report. 

Student  Activities: 

Section  12.  Principals  may  authorize  self-governing  student- 
bodies  organized  under  a  constitution  approved  by  them.  Such 
organizations  may,  with  their  approval  and  that  of  the  Deputy  in 
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charge  of  junior  high  schools,  collect  voluntary  dues  and  conduct 
specified  activities. 

Substitutes'  Pay: 

Section  13.  The  pay  of  substitutes  in  junior  high  schools  shall 
be  the  same  as  for  high  school  substitutes. 

ARTICLE  XVII 

HIGH  SCHOOLS 
General: 

Section  1.  All  teachers  and  other  employees  of  high  schools 
shall  be  governed  by  the  general  rules  of  the  Board,  that  apply  to 
high  schools,  in  addition  to  the  following  special  rules. 

School  Day: 

Section  2.  (a)  The  time  of  opening  and  closing  high  schools 
shall  be  determined  by  the  Superintendent.  The  length  of  the  teach- 
ing period  and  the  length  of  the  school  day  for  each  teacher  shall 
be  equalized  by  the  principal  subject  to  the  approval  of  the  Super- 
intendent. 

(b)  The  time  of  opening  and  closing  high  schools  shall  be  uni- 
form throughout  the  Department  except  when  a  lack  of  facilities 
for  housing  pupils  exists;  then  the  time  shall  be  determined  by 
the  Superintendent  with  the  approval  of  the  Board  of  Education. 

(c)  Teachers  are  in  the  service  of  the  school  during  the  whole 
of  the  school  day  and  are  not  entitled  to  free  or  off  periods  in  the 
sense  that  teachers  are  relieved  from  school  service  during  these 
periods. 

Admission  of  Students : 

Section  3.  Students  shall  be  admitted  to  the  high  schools : 

(a)  On  presentation  of  certificate  of  graduation: 

1.  From  any  public  elementary  school. 

2.  From  any  private  elementary  school  having  an  elemen- 
tary course  of  study  equivalent  to  that  of  the  San  Fran- 
cisco public  schools. 

(b)  On  presentation  of  a  proper  transfer  from  any  other  public 
high  school  or  from  any  private  high  school  having  a  course  of 
study  equivalent  to  that  of  the  San  Francisco  public  high  schools. 

(c)  On  examination  given  by  the  Superintendent  on  specified 
days  during  the  opening  week  of  each  term  to  such  students  as 
shall  be  determined  by  the  Superintendent. 
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Home  Study: 

Section  4.  Principals  shall  direct  teachers  to  assign  lessons  so 
that  the  total  time  required  for  home  study  of  first  year  students 
shall  not  exceed  two  hours  daily,  nor  of  other  students  three  hours 
daily. 

Student  Activities: 

Section  5.  The  principals  may  authorize  self-governing  student- 
body  organizations  under  constitutions  approved  by  them.  Such 
organizations  may,  with  their  approval,  collect  voluntary  dues  and 
conduct  specified  activities. 

College  Recommendation : 

Section  6.  The  principals  shall  at  the  time  of  graduation,  on 
the  required  forms,  issue  a  university  or  teachers'  college  recom- 
mendation to  each  graduate  entitled  to  receive  it. 

Play  Yards: 

Section  7.  The  play  yards  shall  be  supervised  by  the  physical 
education  teachers  under  the  direction  of  the  principals. 

Vice-Principals: 

Section  8.  Each  co-educational  high  school  of  twelve  hundred 
enrollment  or  more  shall  have  two  vice-principals,  one  of  whom 
shall  also  serve  as  dean  of  boys,  and  the  other  as  dean  of  girls. 

Thn  Girls'  t'i^h  School  and  high  schools  with  fewer  than  twelve 
hundred  pupils  enrolled  shall  have  one  vice-principal  only. 

Vice-principals  shall  give  at  least  one  full  period  each  day  to 
class  instruction.  Under  the  direction  of  the  principal  the  vice- 
principal  shall  assume  the  duties  and  obligations  of  guidance  and 
discipline  usually  associated  with  the  office  of  dean  and  otherwise 
shall  carry  on  administrative  duties  as  prescribed  by  the  principal. 
The  principal  shall  designate  which  of  the  vice-principals  shall 
assume  his  duties  as  principal  in  case  of  his  absence. 

Departmental  Organization : 

Section  9.  Each  high  school  shall  be  organized  into  departments 
based  upon  subjects  or  allied  subjects.  The  number  of  departments 
and  their  designations  shall  be  determined  by  the  Superintendent, 
subject  to  the  approval  of  the  Board  of  Education.  Heads  of  de- 
partments may  be  appointed  where  there  are  three  or  more  teachers 
giving  full  time  to  the  subject  or  subjects  included  in  the  depart- 
ment. In  departments  with  three  and  not  more  than  eight  teachers, 
the  department  heads  may  be  relieved  of  teaching  for  one  period 
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per  day  for  purposes  of  supervision.  In  departments  of  more  than 
eight  teachers,  department  heads  may  be  relieved  of  teaching  for 
two  periods  per  day  for  purposes  of  supervision.  The  department 
heads  shall  co-operate  with  the  principals  to  promote  the  best  in- 
terests of  the  school  and  especially  of  the  departments  under  their 
supervision. 

Text  Books: 

Section  10.  The  principal  shall  keep  on  file  a  complete  list  ol 
all  text  books  in  use  in  his  high  school,  together  with  a  statement 
showing  the  date  of  adoption  of  each  book. 

Report  to  Commissioner  of  Secondary  Schools: 

Section  11.  Each  principal  shall  submit  annually  in  October  to 
the  Commissioner  of  Secondary  Schools  a  report  including  a  copy 
of  a  printed  or  written  course  of  study  of  his  school  which  shall 
have  been  approved  by  the  Board  of  Education  and  Superintendent 
of  Schools  and  shall  file  with  the  Superintendent  a  copy  of  said 
report. 

Hours  of  Duties  of  High  School  Clerks: 

Section  12.  Clerks  in  high  schools  shall  be  on  duty  at  school 
under  assignment  by  the  principal  for  not  fewer  than  the  number 
of  hours  per  week  during  the  period  of  employment  each  year  as 
clerks  in  the  office  of  the  Superintendent. 

ARTICLE  XVIII 

EVENING  SCHOOLS 
General  Clause: 

Section  1.  All  teachers  and  other  employees  of  evening  schools 
shall  be  governed  by  the  general  rules  of  the  Board,  that  apply  to 
evening  schools,  in  addition  to  the  following  special  rules. 

Sessions : 

Section  2.  The  school  year  shall  be  the  same  for  both  day  and 
evening  schools.  Sessions  shall  be  held  from  7:00  to  9:15  o'clock 
p.  m.,  on  every  evening  when  day  schools  are  open.  School  build- 
ings shall  be  opened  at  6:45  p.  m.  and  class-rooms  at  6:55  p.  m. 

Hours  and  Duties  of  Principals: 

Section  3.  Principals  shall  be  at  their  schools  not  later  than 
6 :45  p.  m.  and  shall  remain  until  every  pupil  has  left  the  building. 
The  principal  of  an  evening  school  having  seven  or  more  classes 
shall  not  be  required  to  teach  a  class,  but  shall  keep  office  hours 
from  6 :45  to  7 :30  p.  m.,  and  thereafter  shall  supervise  the  teaching. 
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Hours  of  Teachers: 

Section  4.  Teachers  in  evening  schools,  first  having  recorded 
the  time  of  their  arrival  in  the  time  book,  shall  be  in  their  class- 
rooms at  6:55  p.  m.,  at  which  time  principals  must  take  possession 
of  said  time  book,  and  all  teachers  whose  time  is  not  recorded 
therein  shall  be  marked  tardy  by  the  principal.  If  a  teacher  be 
tardy  at  his  or  her  post  of  duty,  the  principal  shall  report  such 
tardiness  in  the  monthly  time  report.  In  case  a  teacher  is  not 
present  at  7  p.  m.  the  principal  must  immediately  call  for  a  sub- 
stitute, unless  previously  notified  that  the  teacher  will  be  present 
before  7:15  p.  m.  In  case  the  regular  teacher  arrives  after  a  sub- 
stitute has  been  called  for  the  substitute  shall  remain  at  the  school 
for  the  entire  evening,  and  the  regular  teacher  shall  forfeit  pay  for 
the  entire  evening.  The  principal  shall  take  charge  of  the  class  while 
waiting  for  the  regular  teacher  or  substitute  to  arrive. 

Classification  of  Students: 

Section  5.  For  purposes  of  classification  the  average  number  be- 
longing per  class  shall  be  at  least  thirty.  No  class  shall  be  main- 
tained with  an  average  evening  attendance  of  fewer  than  twenty 
without  special  permission  from  the  Superintendent. 

Attendance  at  Both  Day  and  Evening  Schools: 

Section  6.  (a)  Day  high  school  pupils  who  desire  to  attend 
evening  high  school  also  must  obtain  permission  from  their  day 
school  principals  before  being  admitted  to  evening  school. 

(b)  Students  between  sixteen  and  eighteen  years  of  age,  not 
attending  full  time  day  schools  and  who  are  enrolled  in  the  Part  Time 
School  and  desire  to  attend  evening  school  also,  must  obtain  permis- 
sion to  do  so  from  the  principal  of  the  Part  Time  School. 

ARTICLE  XIX 
PART  TIME  SCHOOL 
General  Clause: 

Section  1.  All  teachers  and  other  employees  of  the  Part  Time 
School  shall  be  governed  by  the  general  rules  of  the  Board,  that 
apply  to  this  school,  in  addition  to  the  following  special  rules. 

Admission : 

Section  2.    (a)   All  persons  between  sixteen  and  eighteen  years 

of  age  shall,  upon  leaving  a  regular  full  time  school,  begin  attending 

immediately  the  Part  Time  School  for  four  hours  per  week  except: 

1.  Those  who  have  graduated  from  a  full  time  four  year 

day  high  school  or  its  equivalent. 
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2.  Those  who  are  physically  or  mentally  incapacitated  for 
employment  or  attendance. 

3.  Those  who  must  render  continuous  personal  service  to 
their  helpless  dependents. 

4.  Those  whose  best  interests  would  suffer  actual  injury  if 
compelled  to  attend. 

(b)  The  Part  Time  School  shall  enroll  no  pupils  under  sixteen 
years  of  age  without  legal  authority  through  the  proper  channels, 
except  those  sent  to  Part  Time  School  by  the  Bureau  of  Attendance 
and  Guidance. 

Sessions : 

Section  3.  Sessions  shall  be  on  regular  school  days  from  8  a.  m. 
to  12  m.  and  from  1  p.  m.  to  5  p.  m. 

Absence : 

Section  4.  (a)  Avoidable:  Every  hour  of  attendance  lost  through 
failure  to  enroll  promptly  in  the  Part  Time  School  and  every  hour 
of  absence  without  valid  excuse  incurred  after  enrollment  shall  be 
made  up  during  the  school  year  at  the  hour  and  in  the  class  speci- 
fied by  the  Part  Time  School.  A  pupil  who  is  tardy  without  excuse 
or  who  reports  a  tardiness  may  be  required  to  give  an  additional 
hour  of  attendance  for  each  tardiness. 

(b)  Excused:  Any  youth  whose  attendance  and  attitude  have 
been  satisfactory  may,  upon  request  of  the  employer  for  good 
business  reasons,  be  excused  from  class  attendance  for  not  more 
than  twelve,  sixty-minute  hours  in  the  school  year  without  incurring 
the  obligation  of  making  up  the  time  thus  lost. 

Special  Attendance  between  18  and  21  Years  of  Age: 

Section  5.  Any  minor  between  eighteen  years  of  age  and  twenty- 
one  who  cannot  speak,  read,  and  write  the  English  language  with 
the  proficiency  of  a  youth  who  has  completed  the  sixth  grade,  must 
attend  for  not  fewer  than  four  hours  per  week,  classes  in  teaching 
English  to  adults  maintained  in  the  day  or  evening,  except: 

(a)  Those  who  do  not  expect  to  remain  in  San  Francisco  for  a 
period  of  two  or  mDre  months. 

(b)  Those  who  are  physically  or  mentally  incapacitated  for  em- 
ployment and  attendance. 

(c)  Those,  who  must  render  continuous  personal  service  to  their 
helpless  dependents. 
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Hours  of  Teachers: 

Section  8.  Hours  of  Work:  Teachers  shall  be  assigned  at 
least  thirty-five  hours  of  service  per  week,  of  which  at  least  twenty 
hours  shall  be  class-room  instruction  between  8  a.  m.  and  5  p.  m. 
and  the  remainder  shall  be  co-ordination  or  other  work. 

ARTICLE  XX 

JANITORS 
Responsibility: 

Section  1.  Janitors  are  directly  responsible  to  their  principals 
for  the  faithful  discharge  of  their  duties.  They  shall  obey  the 
technical  instructions  received  verbally,  or  in  writing,  through  the 
Superintendent's  office.  Such  instructions  shall  be  transmitted 
through  the  principal. 

Opening  School: 

Section  2.  Janitors  shall  open  school  yards  at  8:30  a.  m.  and 
close  them  at  4:30  p.  m.  They  shall  report  at  the  school  sufficiently 
early  each  school  day  to  ventilate  and  otherwise  prepare  class- 
rooms to  receive  pupils. 

Depredations : 

Section  3.  They  shall  make  a  survey  of  the  building  while  open- 
ing school  and  report  to  the  principal  and  the  nearest  policeman, 
at  the  earliest  possible  moment,  any  depredations  that  may  have 
been  committed  over  night. 

Heating: 

Section  4.  They  shall  be  responsible  for  the  proper  and  eco- 
nomical operation  of  the  school  heating  plant. 

Entire  Time  to  Duties: 

Section  5.  The  entire  time  of  janitors  shall  be  devoted  to  their 
duties.  They  shall  not  be  absent  from  their  respective  school  build- 
ings, under  any  circumstances,  during  hours  when  school  is  in  ses- 
sion, without  permission  from  the  principal  in  each  instance;  nor 
shall  they  be  absent  at  any  time  between  8  a.  m.  and  5  p.  m.,  when 
school  is  not  in  session,  without  permission  from  the  Superintendent 
of  Buildings  and  Grounds,  except  on  Saturdays,  when  the  hours  shall 
be  from  8  a.  m.  to  12  m. 

Janitors  shall  notify  the  Superintendent's  office  when  they  must 
be  absent  from  their  duties  for  any  period  of  time.    In  case  of 
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absence  for  more  than  five  days  for  any  cause  a  formal  request  for 
a  leave  of  absence  must  be  made. 

During  the  time  that  boilers  are  in  operation,  the  janitor  charged 
with  their  care  shall  not  be  absent  from  the  boiler  room  for  longer 
than  fifteen  minutes  at  a  time. 

Delivery  of  Supplies: 

Section  6.  Janitors,  as  representatives  of  the  principals,  shall 
sign  for  the  delivery  of  supplies  after  verifying  quantity  or  weight, 
and  lock  the  same  in  a  place  of  safety.  They  shall  allow  no  property 
belonging  to  the  school  to  be  removed  without  an  order  signed  by 
the  Director  of  Supplies  and  Equipment.  Janitors  shall  notify  the 
principal  in  ample  time  when  fuel  and  supplies  are  needed. 

Personal  Service: 

Section  7.  Janitors  are  not  required  to  render  lunch-room  ser- 
vice nor  to  do  service  of  a  strictly  personal  type  for  other  persons. 
Janitors  shall  go  on  errands  connected  with  the  work  of  the  School 
Department  when  sent  by  the  principal. 

Cleaning  School  Premises: 

Section  8.  Janitors  shall  keep  the  school  buildings,  furniture, 
yard,  basement,  outer  buildings,  and  fences  neat  and  clean,  and 
perform  all  reasonable  duties  as  directed  by  the  principal.  They 
shall  keep  all  sinks,  bowls,  urinals,  toilet  bowls,  seats,  plumbing, 
apparatus,  and  toilet  floors  in  sanitary  condition. 

Vacation  Duties: 

Section  9.  On  Saturdays,  and  during  vacation  periods,  janitors 
shall  perform  all  necessary  work  to  keep  the  exterior  premises  neat, 
and  shall  use  all  possible  vigilance  to  prevent  injury  to  the  prop- 
erty under  their  care. 

Vacations : 

Section  10.  All  janitors  are  allowed  two  weeks'  vacation  during 
the  regular  summer  vacation  and  shall  report  the  desired  date  of 
beginning  their  vacation  to  the  Superintendent  of  Buildings  and 
Grounds. 

Use  of  Schools  for  Other  than  School  Purposes : 

Section  11.  For  community  uses  after  regular  school  hours  the 
janitors  shall  open  only  such  parts  of  the  building  as  are  authorized 
in  the  permit. 
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Flags: 

Section  12.  Janitors  shall  raise  The  Flag  of  the  United  States 
before  8:50  a.  m.  every  week  day  during  the  entire  year,  except 
during  inclement  weather.  It  shall  never  be  left  out  over  night. 
On  Saturday,  the  Flag  shall  be  lowered  at  noon.  The  Flag  shall  be 
placed  at  half-mast  on  Memorial  Day,  on  the  death  of  a  teacher  or 
pupil  of  the  school,  and  on  such  other  days  as  may  be  ordered  by  the 
Superintendent  of  Schools. 

Fire: 

Section  13.  In  case  of  fire  the  janitor  shall  immediately  go  to 
the  nearest  fire  alarm  box  and  send  in  the  alarm.  He  shall  remain 
at  this  point  and  direct  the  firemen  to  the  school. 


39 


INDEX 


Page 

Accidents    18 

Advertisements    and    Publication?..   12 

Appointments    24 

Athletics   11-12 

Attendance  at  Both  Day  and  Eve- 
ning Schools 35 

Books   and   Supplies   19 

Bureau    of    Attendance    and    Gui- 
dance, Work  of  7-1) 

Range  and  Duties  7-8 

Compulsory  Full  Time  Attendance     8 
Compulsory    Part    Time    Atten- 
dance       8 

Permits  to  Work  8-9 

Calendar,    School    4-5 

Calendar,   Official  1 

Certificates  24 

Classification  of  Employees  24-2.~> 

<"1  aning  School  Premises  38 

Contributions 12 

Course  of  Study,  Prescribed  15 

Credentials,  Administration  17 

Credentials,   State   24 

Curriculum,  Regular  11 

Delivery  of  Supplies  38 

Depredations   37 

Dismissal  of  Employees  25-26 

Elementary  Schools         27-29 

School  Day  27-28 

School  Yard  Control  28 

Minimum  Age  28 

Size  of  Classes  28 

Preliminary  Classification  28-29 

Classification  Reports  29 

Equipment,  Use  and  Care  of 19 

Exhibitions  or  Entertainments  .....     11 

Evening  Schools 34-35 

Sessions    34 

Hours  and  Duties  of  Principal...  34 

Hours  of  Teachers  35 

Classification  of  Students  35 

Fire  39 

Fire  Drills   17-18 

Elags  39 

Heating  37 

41 


Page 

High  Schools  32-34 

School   Day   32 

Admission  of  Students  32 

Home    Study   33 

Student  Activities   33 

College  Recommendations 33 

Play  Yards  33 

Vice  Principals  33 

Departmental  Organization  ..  .33-34 

Text   Books   34 

Report  to  Commissioner  of  Sec- 
ondary Schools  34 

Hours  of  Clerks  34 

Holidays  4-5 

Interviews,  Teachers  19-20 

Janitor  or  Engineer,  Arrival  of 18 

Janitors,   Responsibility 37 

Opening  School  37 

Entire  Time  to  Duties  37-38 

Junior  High  Schools  29-32 

School  Day  29 

Grades  Enrolled  29 

Admission  of  Students  29-30 

Home  Study  30 

Admission  to  High  School  30 

Play  Yards  30 

Vice  Principals  31 

Departmental    Organization    ....     31 

Hours  of  Clerk  31 

Report  to  Commissioner  of  Sec- 
ondary Schools  31 

Student  Activities  31-32 

Substitutes'  Pay  32 

Kindergartens   27 

Attendance   27 

Minimum  Age  27 

Leaves  of  Absence  21-22 

Monitor  and  Messenger  Work 19 

Marriage  of  Women  Employees...  25 

Names,  Lists  of  13 

Office  Employees,  Hours  of 18 

Patriotism    11 

Part  Time  School  ..35-37 

Admission  .  35-36 

Sessions    36 

Absence  36 


INDEX — Continued 


Page 

Special  Attendance — 18  to  21 36 

Hours  of  Teachers  37 

Physical  Disability  25 

Personal  Service,  Janitors  38 

Posting  of  Information  16 

Private  Teaching  for  Pay  19 

Principal,  The  13-18 

Management  and  Direction  13 

Office  Hours  16 

Absence  of  16 

Promotion  or  Graduation       12-13 

Pupils 

Age  and  Grade   14-15 

Attendance  and  Deportment 5-6 

Attendance  During  Daily  Sessions     6 

Causes  for  Suspension     7 

Cleanliness 7 

Communicable  Disease   7 

Desk  or  Locker  ...         7 

Enrollment  9 

Procedure   in   Cases   of   Absence 

or  Tardiness  6 

Permission  to  Remain  in  Room...      7 

Program    of    Studies    and    Daily 

Program   10 

Permanent  Record  11 

Promotions  and  Demotions  11 

Punishment   6-7 

Report   Cards   10 

Suspension  of  17 

Transfers    9-10 

Written  Excuses  6 

Records  17 

Records,  Library 17 

Requisitions 16-17 

Reports,  Efficiency  20-21 

Reports,    Efficiency    of    Substitute 
Teachers  21 

Reports,  Monthly  Statistical  21 

Resignations    25 

Residential   Qualifications    of   Em- 
ployees  26-27 


Page 

Rules  and  Regulations,  Knowledge 
of IB 

Salary  Provisions 22 

Salary  Deductions   23 

Service,   Hours   of   2U 

Schools,  Designation  of 4 

Schools,  Penalty  for  Disturbing 13 

School  Property,  Use  and  Care  of. .13-14 

School  Building,  Use  of,  by  P.T.A...  14 

Scholarship  10-11 

Sick  Leave  Allowance  23 

State    School    Law    and    Rules    of 

Board  18-19 

Substitute  Teachers,  Calls  for....l5-ltf 

Suspension  of  Employees  25 

Temperature  l!i 

Teachers — 

Absence  or'  .  22 

Courtesy  19 

Meetings  14 

Penalty  for  Insulting    IS 

Presents  to  IS 

Responsibility   for  Order  .....  19 

Rotation    of     14 

Service    of    20 

State  Register  ...    1!» 

Tardiness   of   22 

Text  Books  5 

Ownership    

Care  of  Free  5 

Use  of  Authorized  5 

Time  Schedule  15 

Use    of    Schools    for    Other    than 
School  Purposes 

Vacancies   1  I 

Vacations,  Janitors    38 

Vacation  Duties,  Janitors  38 

Ventilation  1  ' 

Vice  Principals,  Duties  of  18 

Visiting  Other  Schools  and  Classes  1.", 

Year,    Fiscal    4 

Year,   School    4 


42 


